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Establish a more definitive plan which will Identify the academic 
skills needed to provide a balanced staff and require SP Careerists 
■undergoing training to take those courses that are most needed by the 
Office of Personnel . 


1. One of the current efforts to better identify skills 

needed by SP Careerists is the specification of training needs of indi- 
vidual employees in Development Gap Sheets. (5he Gap Sheets list assign- 
ment and training requirements which individuals in the SP Career Service 
should next receive as detemined by supervisors and the Career Board.) 

We are currently collating Development Gap Sheets received fbr all employees 
in grades 12, 13 and lb. Gap Sheets will later be prepared for all 
professional Personnel Careerists. An example of the (kip Sheet is attached. 


2. In preparation of the final collation of the Gap Sheets, we have 
considered the following general areas of study in terns of providing a 
basic academic foundation for the professional personnel officer: 


Principles in Personnel Management 
Introduction to Data Processing 
Principles and Problems of Public Relations 
Motivation Factors in Personality 
Personnel and Industrial Psychology 
Group Discussion and Conference Leadership 
a, : „ Business and Economic Statistics 
Advanced Administrative Management 
Quantitative Factors In Administration 
Hmiaa Behavior in Organizations 
Manpower Management 
Principle of Management 
Business Law 


, J* ? attt obtained from the Gap Sheets will, we believe, pinpoint 
inaiirldiial academic needs relating to the specific areas of recruitment, 
aeleyfcjon, classification, evaluation and training. Attached is a summary 
oour8as thus far approved by the Personnel Career Service fbr 

J* “ * schedule of courses offered by local universities. 

be C ? n ^Y Ctad determl n® “ore meaningful courses to our 
career i sts on an individual basis to provide a more definitive plan fbr 
future external training arrangements. 

contilL «U1 b. provided <u> the dove eotione 

continue until .^e above actions are completed. 
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SUBjfcCTi (Optional) 


5 '"" ♦f” 1 / $ £ ? 3 sV P f r*. A r- ca r\ r* {** *'• r»« r\ m i - —» ~. 

Ajmiu tikCufiD SfcasT 


FROM: 


Chairman, Personnel Career Service Board 
5 E 5° Headquarters 


STAT 


TO: [Officer 
building) 


designation, room number, and 


I FORWARDED 


OFFICER'S 

INITIALS 


•ORM / 1 f, 
- 42 t i l" 


u;e frevious i — i 

EDITIONS I 


Approve! 

Secret 


ForRelease^003/04/29- 

□ CO-JFJ.SEMTIAi 


COMMENTS (Number eocb comment to show from whom 
to whom. Drovr a I, no across column after each comment.) 


1. Your cooperation is re- 
quested in completing the attached 

-form on the employee or employees 
named. Please fill out IV through 
VI and items 51 through 53 of VII. 

2. This request originated 
from a decision of the SP Career 
Board to implement Step 4 of the 

- Personnel Movement and Management 
in the 70 's Project within our 
Service: "plan and provide what 

-professionals need to improve their 
capabilicy for new and more respon- 
sible duties (employee development 

- geared to management needs) . " More 
specifically, we devised the attach- 
ed Individual Gap Sheet to accom- 

■plish the second and third elements 
of Step 4, namely; 

Consider what each professional 
careerist who has potential to 
■ advance one or more grades needs 
in the form of specific job ex- j 
perience; specific rotational \ 
experiences j or training (inter-] 
nal and/or external) . j 


individual job /training | 
neeas inoo Career Service inven-j 


tor.Les 01 training and assignmen 


requirements and use as assign- s 
ment and training opportunities j 
arise or can be arranged. I 

3* As you are aware, the PMMpj 
70' s Project is now being worked on] 
by the Career Services throughout j 
the Agency. Just as the 0ffi.ee of j 
Personnel experimentally performed ! 
Steps 1 and 2 of the Project, i.e.,1 
estimating the difference between I 
promotional headroom and promotion-! 
al needs, before recommending their! 
general application, we now wish to! 


ii’iVERHAL 
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SP careerists (initially all those in Grades 
GS-12 through GS-14) as the basis for improv- 
ing our own program of personal development. 

We plan to share our experiences in implemen- 
ting the Gap Sheet with the other Career 
Services. 

4. The primary purpose of the form is 
to identify areas of possible improvement 
pertaining to individual SP careerists, as 
seen by the supervisor and the SP Career 
Board. These identifications may involve a 
personal attribute that could be improved 
(e.g., writing ability) ; a, needed training 
course, or a desired job experience. I want 
to emphasize the reason we are completing this 
form is to systematically decide, in coopera- 
tion with supervisors , how we can best develop 
our individual careerists in accordance with 
the future requirements of the Career Service. 

5* Also attached for your information 
is a copy of appropriate training and job 
experiences for SP careerists. The paper has 
been helpful in establishing preferred skill 
and experience levels to be acquired by SP 
careerists over a career span, but it is a 
guideline only. Wo attempt will be made to 
rigidly apply items I through III to all 
careerists, irrespective of their present age, 
grade and period of remaining service. 

6. Please return the form EYES ONLY to 
the CMO/OP, 5 E 68. , 
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developmental gap sheet (op CAREER SERVICE) 


I GENERAL 


1 . Name 



2. Grade 

3- Office 

4. Age 

5* Years in 
Present Job 


i 

~~~~ » — > 


7* Position 


6. Last FR 
Eval . 


8. Name of Supervisor 


II ACADEMIC BACKGROUND 


9« College 

College Degree (HI 
College - No Degree HU 
CT • □ 
No College £3 


TO. College Majors 

Personnel Administration 
Public or Business 'Admin, or Mgt 
Social Science(s) 

Other ■ • . 


1 1 I JOB PROGRESS i ON 


"• '^‘cate remaining job experiences in central OP, employee should acquire.* (Complete for an 
EMPLOYEE WITH MORE THAN 3 YEARS SERVICE IN AGENCY, IF APPLICABLE IN HIS CASE.) 


. Substantive Experience Norms for Mid-Professionals 


NORM 

A. 4 OR MORE ASSIGNMENTS WITHIN l4 
years. (Different Branches or 
Offices) for generalists; 2 or 

MORE FOR TECHNICAL SPECIALISTS. 


Assignment to Agency component 
WITHIN 6 YEARS (applicable TO 
general ISTS only) . 


C. 2 years of personnel staff or 
research v/ork (or comparable 
experience) by end of 14 th year. 


-Professionals 

J Completed 

IF NOT COMPLETED, EXPLAIN AND INDICATE 

IF STILL NEEDED 

Yes 

No 



• 

■ 

' 

! 

' 

* 

j 




job progression f'OR.Ms IN Career Service Model that should be invoked for employee concerned. 
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Good Understanding 

13« Substantive content 
personnel admin. 
Agency personnel 
objectives 

15* Personnel problems 
16 . Personnel trends 


IV KNOWLEDGE OF PERSONNEL WORK. 

! - .Sup e rvTsor ofy'CSS •" 

Yes ! No Yes'* I' No'” Working K 


; Working Knowledge 

17» Personnel Research/staff 

WORK 

18. Benefits and services 
19- Salary and position admin 
20. Personnel staffing and 
T/O admin. 

21 . Records control 
22. Line personnel work 
23* Overseas 

24. Non-personnel support 

ACTIVITY 


25. Employee's strongest knowledge{s) if 
applicable 


26. Employee's v/eakest knowleoge (s) if 

APPL I CABLE 


V PERSONAL SKILLS AND ATTRIBUTES 


Strong in Skill 


_SUPERV 1 SOR 

’ YEs _ i~No"' 


Responsiveness (in 
supportive role to 
Agency officials) 
Effectiveness in per- 
sonal DEALINGS 
Self reliance 
Drive 


[_N° YEs ' 


Strong in Skill- 

31 • Gets things dome 
32 . Thoroughgoing 
33 * Writing ability 
34. Verbal effectiveness- 
35 * Pleasing personality 
3d- Imagination and 
originality 


t Super visor T Op/CSB 
) Yes j ' N o~ l Yes " '"no 


“ ,LL(S) ~ 1 38 - 


VI MANAGERIAL SKILLS 


_SUPERV 

Yes T 


I SOR J Op/CSB 

No" j Y es " j No' 


Strong in Item 
Representation and 

COMM UN I CAT I ON 

Plan ahead 

Capacity to influence 
others 

Supervisory ability 
Dec i si veness 
Mature judgment 


Employee 's strongest managerial skill(s) 
i f appl i cable 


SUPER'/ I 


Strong i n i tem 

'• Anticipation of conse- 
quences of prospec- 
tive actions 
• Perception of things" 
that nf.ed to be done 
. Ability to delegate 
.Effectiveness in 
office mgt. 


50. Employee's weakest managerial skill (s) 
if applicable 


OP/ CSS 

Yes 1 No 
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V 


*>. ; 

VI 

. PERSONAL 

DEVELOPMENT 


51.' 

Assignments that should be undertaken 

■ 

Necessary 

When 

Preferable 

When 

Supv . 

. 




op/ 

CSB 





52. 

Other development desired 



Training 

When 

Other Develop- 
mental ACTIONS 

When 

Supv . 





OP/ 

CSB 



1 

I 


53- 

If any of the skills or knowledges listed 
Should be done if improvement is feasible 

IN IV, V, AND VI WERE MARKED NO, 

indicate what 


Skill or Knowledge ' 

Correct 1 ve Act i on 

Supv . 

__ . 


OP/ 

CSB 

» 

/ 

: — 


54. Employee's potential for GS-l4 or' above (To be completed by Op/CSB) 


Yes CZH No j 


55* date for progress report, on corrective action (To be completed if applicable by OP/CSB) 


Item 


Date of Report 


_! 

• i 

' 

— - 
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CAREER SERVICE MODEL FOR DEVELOPMENT OF PERSONNEL PROFESSIONALS 

(Applicable to Professionals with Potential for Development) 


(GENERAL. -NORMS (For Guidance Only) 


.1 . ACADEMIC BACKGROUND 

CT OR COLLEGE GRADUATE 

Major in admin., mgt., or social sciences 

2. TRA I N I MG j 

A . In-house | 

Introduction to Communism Managerial Grid or Advanced Management (Planning) 

Introduction to Intelligence Support Services Review: Trends and Highlights 

ADP Orientation 
Supervision or Management 

B . External \ 

Bas i C - At least one university course in personnel mgt. position classification i 

or employee relations if none in college; one or more 1-H we ek sessions ' ' j 

IN THEORY OR ORGANIZATIONAL SCIENCE, BEHAVIORAL THEORY, SYSTEMS ANALYSIS j 

or PPBS. • J 

For Selected Individuals - University training in personnel or administrative fields; [ 

TOP I CAL OR TECHNICAL TRAINING IN SPECIALIZED PERSONNEL ! 

SUBJECTS. j 

• I 

C . Within OP ' I 

Attendance of Personnel careerists at Division briefings and OP Problem Solving ; 

Seminars. Attendance by Personnel Officers at d/Pers monthly meetings j 

(other PERSONNEL CAREERISTS WITHIN shops BROUGHT TO MEETINGS As SITUATION PERMITS). ! 

i 

3 • P F-SIKFO AGP . l.EVt.L PROGRE SSIO N ! 

Assignment by age to-Uj-OR sooner to OP key position (or approximate equivalent), or j 

READINESS FOR ASSIGNMENT TO KEY POSITION, AS DETERMINED BY OP CarEF.R SERVICE. 

lj. '* DES I RED JOB PROGRESSION . , 

A. Ini tial (1st th re e years of entry in pp Career Service) 

One- or two-year assignments, as practicable, in OP central units (e.g., PMCQ,CPD, 

V/ARO, Retire. Br. and BSD). 

i 

B. Mid-Profess ion al (be twee n -3 amp 15 ye ars f r om e ntr y in OP C areer Service ) ' > 

! (l) Three or more assignments to specialist jobs in OP or generalist jobs in compon- 

| ENTS DURING NEXT 3-I5 YEARS. (OP ASSIGNMENT OBJECTIVE: 3 YEAR TOURS INSIDE AND 

j OUTSIDE CENTRAL OP WITH ONE OR TV/O EXTENSIONS OF ONE YEAR CONSIDERED UPON REQUEST. 

I Exceptions also for functional specialists.) ! 

• i 

j j 

1 (2) Assignment to a component by end of 6th year unless employee is expected by OP ' 

i Career Service to indefinitely continue in future as technical or functional 

specialist in central OP. . • 

(3) By the end of the iHth year, employee has served 2 OR MORE YEARS IN A STAFF or 
! advisory capacity; in a planning or research position; or in a position requiring 

j considerable time to be spent in such activities. 

I 

• (*l) Employee either assigned within tU years to a key job in OP Career Service (or 

approximate equivalent) or is considered ready for such an assignment by SP 
j , . Career Service. . ■ . 
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JtliJ i'-’i 1C. EVA ! . ‘ ' . M IN FOLLOW I NG t’ i . . j oONAL SKILLS AND ATTRIBU TES 


. IteSPON? ' ::CSS IN SUPPORTIVE ROLE TO 

Agency ficials 

LfFECT I VENfiss IN PERSONAL DEALINGS 

Imagination and originality 
Self reliance 
Dr i ve 


Getting things done 
Thoroughgo i ng 
Writing ability 
Verbal effectiveness 
Pleasing personality 


MIG EVALUATION IN FOLLOWIN G M ANAGERIAL SKILL S 


Representational and communicating 
skills 

Planning ahead 

Capacity to influence others (sub- 
ordinates, peers, superiors) 
Supervisory skill (including develop- 
ment of subordinates; maintenance 
morale ano loyalty) 

Decisiveness 

■FAM.iliar ity w ith pe r sonnel work 

A . Good unders ta nding of foll o win g: 

Substantive content of personnel 
administration 
Agency personnel objectives 


Mature judgment 

Anticipation of consequences of prospective 
actions 

Perception of things that need to be done 

Ability to delegate 

Effectiveness in management of office 


Personnel problems 
Personnel trends 


® * Actual experience in a majority of following functions: 


Personnel research/staff work 
Benefits and services 
Salary and position admin. 

C * Desira bl e experiences (not norms ) 


Personnel staffing admin. 

Records control 

Line personnel admin, in components 


Overseas " ' 

Performance of non-personnel support functions 
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SPONSORED ACADEMIC TRAINING COURSES THUS FAR APPROVED 
FOR PERSONNEL CAREERISTS 


Manpower Utilization & Planning 

Managerial Statistics 

Human Behavior in Organization 

Governmental Budgeting 

Quantitative Factors in Administration 

Administration in Government 

Public Personnel Administration 

Advanced Administrative Management 

Behavioral Factors in Large Organizations 

Technological Change and Manpower 

Current Issues in Organization Behavior 

Seminar: Manpower Development and Utilization 

Problems in Public Personnel Management 

Seminar in American Political Institutions 

Problems in American Government and Politics 

Seminar in Public Law 

Seminar in Public Opinion 

Seminar in Legislatures & legislation 

Seminar in Governmental Organization & Theory 

Statistical Methods in Experimental Psychology 

History and Systems of Psychology 

Psychology of Motivation 

Personnel Measurement 

Human Factors Engineering 

Principles of Public Administration 

Business Statistics 

Office Operations and Management 

Labor Relations 

Introduction to Counseling & Personnel Services 

Business and Government 

Industrial Psychology 

Management and Organization Theory 

Production Management 

Labor Legislation 

Business Policies 

Design of Organization 

Seminar in Manpower Management 

The Labor Relations of Public Employment 

Industrial Relations: The Legal Environment 

Personnel Management Operations 

Human Relations 

Seminar in Personnel & Manpower Management 
Policy Formulation 
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Introduction to Quantitative Methods 

Design of Organization 

Planning, Programming, & Budgeting 

Seminar in Manpower Management 

Quantitative Methods in Decision Making 

Human Behavior in Organizations 

Administration in Government 

Problems in Public Personnel Management 

Current Issues in Organizational Behavior 

Behavior 1 Factors in Process of Change 

Behavioral Factors in Large Organizations 

Introduction to Cybernetics 

Analysis of Government Organization & Process 

Modern Public Management 

Administrative Law & Process 

Introduction to ADP Systems 

The Process of Management 

Government and Politics 

State and Local Administration 

Public Speaking 

Fundamentals of Math 

International Political Relations 

Sociology of Occupations and Careers 
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SCHEDUL E OF COURSES OFFERED BY LOCAL UNIVERSITIES, ETC 


Personnel Management 
Personnel Administration 
Public Administration 
Business and Economic Statistics 
Administrative Management 
Management Development Progress 
Personnel and Manpower Managene nt 
Business Management 
Administrative Communications 
Methods in Decision Making 
Planning, Programming, Budgeting 
Human Relations 


Personnel Management Operations 
Personnel and Manpower Management 
Public Personnel Administration 
Principles of Public Personnel Administration 
Manpower Utilization & Public Personnel 
Requirements Planning 

Psychological Instruments and Methods in Public 
Personnel Administration 
Executive Selection and Appraisal in Government 
The Labor Relations of Public Employment 
Management of the Govermental Administrative 
Establishment 


Advanced Organization Theory 

B 16 ^ a S sis of Governmental Organization & Operatic 

The Staff Function in Government 

Position Classification 

Adverse Actions 

Psychology 
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